SATERN Administrator Job Aid
Library Management (ver.1)

Job Aid: Learning Center (LC) or Library Management

Tasks

A. Add a Resource as an Item

B. Complete the Design Data Tab
C. Complete the Delivery Data Tab
D. Complete the Catalog Tab

E. Complete the Subject Area Tab
F. Complete the Custom Fields Tab
G. View / Delete Request

Task A: Create a LC or Library Resource as an ltem

1. To create a new

Item, C|ICk on @ SyStE?jT::é?:;‘Eg:E%E:?;Rgf"d Administration | Hom
Learning 9 |tems 9 Learner Management | Scheduling | Learning | Commerce | Resources | References | Reports | Tools | System Admin
Add New It:’r:cs”'ﬂ ltems Simple Search | Advanced Searchf{ Add New YHelp
2. Enter the following ltem Type: LC
information: Item ID: (CENTER-UPPER CASE ALPHA/NUMERIC
CHARACTERS)

Title: LC COURSE TITLE (ALL CAPS)

Classification: Instructor Led (This allows the request function to
work)

Source ID: Internal

Domain ID: (Be sure to change this to your Center)
Delivery Method: Select what fits the program best
Assignment Type ID: Optional

Approval Process ID: Not required unless using the request
function. Click on arrow, Click Search, Select 1Step LC

Approval Required: (Depends on your Center. For example GRC
checks this ONLY when it is a Satellite Broadcast)

Active: Make sure it is checked

Description: Cut and paste description or objectives from catalog or
other resource. Include other instructions. For example, GRC adds
this blurb:

[[HOW TO APPLY FOR LEARNING CENTER COURSES:

Learning Center courses are identified by an LC preceding the
title. Select “Add To Learning Plan” to use at a later date or, if
you would like to make arrangements to use it now, click on
“Request Schedule.” You will need to indicate the date by which
you need the training and then click “Request.” Learning Center
staff will contact you with further instructions.]]

O Comments: (Use this field if you like — learner does NOT see this,
only Admins.)

O Learner Materials: (Use this if you like — cut and paste from the
description, if needed.)

OO0 O 0O0OO0OOO OO OO
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SATERN Administrator Job Aid
Library Management (ver.1)

Click the Add
button.

The entered
information displays
on the Summary
tab.

ltem Type:
ftem 10
Revizion Date:

Revizion Number:

Pricing

Online Settings:

Curricula

1

Edit the Item

* = Required Fiel
Title:
Clazsification:
Source ID:

* Diomain 10:

Delivery Method ID:

Aszzign. Type ID:

Approval Process ID:

st

d=

ired:

LC
ARC-CHM101

121372006 06:20 PM EST

Chargeback
Motifications
Competencies

Design Data

Catalogs Subject Areas Standard Cpticns

Materialz Objectives Grading Options | Cest Calculation
Custom Fields Reguests Rgst Reasons Substitutes
Delivery Data Prerequisites Documentz Tasks

Apply Changes

|LC CHANGE INFLUENCE

AT

r—

AT

rr—

Ofei |
g

If edits to data are
made on the
Summary tab, click
Apply Changes
before leaving the
screen to save the
changes.
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SATERN Administrator Job Aid
Library Management (ver.1)

Task B: Complete the Design Data Tab

1 C“Ck the DeS|g n Data Pricing Chargehack Catalogs Subject Areas Standard Optians
tab Online Settings Watifications Iaterials Ohjectives Grading Options Cost Calculstion
Curricula Competencies Custom Fields Reguests Rzt Reasons Substitutes

Summary Design Data Delivery Data Prerequisites Documents Taszks

Edit the Design Data for the ke

2. Enter/select all O Contact Hours: Total time of course
required information.

O Contact’'s Email (Specialist’s e-mail goes into this field that will
receive email request for this item)

O Audience (recommended)

3. Click the Apply W

Changes button.
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SATERN Administrator Job Aid
Library Management (ver.1)

Task C: Complete the Delivery Data Tab

L CIICk the Del ivery Pricing Chargeback Catalogs Subject Areas Standard Options
Data tab. Orline Settings Motitications biterials Objectives Grading Options | Cost Calculation
Curriculs Competencies Custom Figlds Reqguests Rzt Reasons Substitutes
SUMImEEY Design Data Prereguisites Documents: Tasks

Edit the Delivery Data for the hem

2. Enter/select all O Length: Total length of course in hours

required information. O Min. Registration: 1
O Max. Registration: 1 or higher)

3. Click the Apply W

Changes button.
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Task D: Complete the Catalog Tab

SATERN Administrator Job Aid
Library Management (ver.1)

1. Click the Catalogs tab.

Pricing Chargeback Catalogs Subject Areas

Standard Options

Online Settings Motifications WMaterials Ohjectives Grading Options || Cost Calculation
Curriculz Competencies Custom Fields Requests Rost Reasons Substitutes
Summary Design Data Delivery Data Prerequisites Documents Taszks

Edit Hemn Catalogs

2. Enter a Catalog ID.

Note: If you do not
know the ID, use the
add one or more from
list link to conduct a
search and select the
ID from a list.

Add this kem to a Catalog

Enter Catalog ID or gdd one or more from list

IARC|

Catalog 10

¥ Add Associsted Future Schedules Offerings to the Catalog ﬂ

3. Click the Add button.

-

4. Repeat this process for
each Catalog that you
want to the Item in.

Learner that have have access to the Catalog/s, can now self-

assign the Item to their own Learning Plan.
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Task E: Complete the Subject Area Tab

SATERN Administrator Job Aid
Library Management (ver.1)

1. C“Ck the SU bJ eCt Pricing Chargeback Catalogs Standard Options
Areas tab Onling Seftings Motifications Materialz Objectives Grading Options || Cost Calculstion
Curricula Competencies Custom Fields Reguests Rzt Reasons Substitutes
SUmmaky Design Data Delivery Data Prerequisites Documernts Tazks
Edit Subject Areas for the temn
2. Enter a Su bject Area Add a Subject Area to an tem
ID. Erter Subject Area 1D or add one or more from list
Note: If you do not
Subject Area D |3F f
know the ID, use the —
add one or more from
list link to conduct a
search and select the
ID from a list.
3. Click the Add button.
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Task F: Complete the Custom Fields Tab

SATERN Administrator Job Aid
Library Management (ver.1)

1.

Click the Custom
Fields tab.

Pricing Chargeback Catalogs Subject Areas

Cnline =ettings Matifications aterials

Curricula Competencies Custom Fields

SUmmary Design Data Delivery Data

Ohjectives
Reguests

Prereguisites

Standard Options
Grading Options | Cost Calculation
Rzt Ressons Substitutes

Documernts Tazks

2.

Enter/select all
required information.

On Duty Hours

Off Duty Hours

Purpose of Training

Type of Training

Type of Training Sub-Code
Source of Training

Special Interest Code
Academic Credit Code
Training Credit Type Code
Direct Cost Code

Per Participant Cost
Books and Materials Cost
Other Direct Cost

Indirect Cost Code

Travel

Per Diem

Funding Organization

0O 0O 0O 0O O 0O O o 0o o o 0O o o o o o o

POC

3.

Click the Apply
Changes button.

E
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Task G: View / Delete Request

SATERN Administrator Job Aid
Library Management (ver.1)

1. Each day at 1:00 pm Eate: ﬁ:dsf Jutl QDD@ENE:SDE:S%;EMD (EDT)
rom: -SATRIT 5
ET, SATERN sends a To: leamingcenter@gre. hasa. gov
ra . . Subject: SATERN ltem Scheduling Demand Motification
notification of all item ¥-Sanitizer: NASA GRC mail filter
Himss-version: 2.040
requeSts_tO the ¥-imss-result: Passed
address in the ¥-imss-scores: Clean:39.90000 C:2 M4 5.5 R:5
A #-imss-settings: Baseline:2 ©:2 M:2 5:3 R:3 (0.1500 0.1500)
Contact’s Email field
. . The following lterns have met the minimum threshold for additional scheduling.
of the items’ Design ; :
Data tab LC, GRC-8G1264, 4/27,/2006 12:00 AM EST, ==LC A.C.E IT: HOW TO SOLVE TOUGH WORK PROBLEMS== (1)
. . LC, GRC-BHO718, 4/27/2006 12:00 AM EST, ==LC AMERICAN SIGM LANGUAGE== (1)
The subject will be:
SATERN Item
Scheduling Demand
Notification
2. To view the request, @ S
click on Learning > - il i A Adrinstration | Home
Items Under the Learner Management | Scheduling | Learning | Commerce | Resources | References | Reporis | Tools | System Admin
. Curricula It Simple Search | Advanced Search | Add New | Help
Search tab, find the ems o
. Competency Profiles
requested item(s) from | comecnces search
H H Content Pack;
the information on the | e | [ scorcn [T
H H H Assessment Processes Search ltems
email notification. S
Questions Enter the ID or Description, select the type of search from the drop-down menu, and click "Search” to browse results.
Communities Enter an exact ID and select "Exact” from the drop-down menu to go directly to a record. The search is case sensitive
Content Objects Py Elefi.i!.lﬂ. You can choose case inzensitive =earch which applies to criteria typed in. Please note that a case
Exam and Survey Objects ingensitive search could take a long time.
Caze zensitive zearch: O Yes @ Mo
ftem Types Select from st or By ||]| | |Start5W'rtn v
ftem 10 [ |[ starte with |+
Revizion Date:
(ADDAY) =]
Revision Number: | || Starts With v|
e [ |[ starts with w|
ftem Statiig:
3. Click the Search w
button.
4. |dentify the course you

are looking for and
click on View.

> Search Results

Search

Results

View ltem Results

LC ARC-CM101 (Rev 12132006 06:20 PN EST) LC CHAMGE INFLUENCE

@ dit | Delete | Copy
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SATERN Administrator Job Aid
Library Management (ver.1)

5. Click on the Request > Search > Search Results > View Requests

tab to view the

. tem Type: LC
request(s) for the item. ttem ID: ARC-CM104
Revision Date: 12M3/2006 06:20 PM EST
Make note of the Revision
’ umeer:
RequeStor S Name Item Title: LC CHAMNGE INFLUENCE
and other comments.
Pricing Chargeback Catalogs Subject Areas Standard Options
ThlS request ShOUId be Online Settings Motifications Wateriale Objectives Grading Optiong | Cost Calculation
deleted now tO a”OW Curricula Competencies Custom Fields Requests Rgst Reasons Substitutez
S De=ign Dat: Deli Drat: P it D ts Tasks
Other Learners to LMmmary ign Data wery Data rerequizites DCUMmEN ag
.. View the Requests for the ltem
request this item. @
Click the Edit button.
[usertome | ame | Reauestmte_ heed s oo Resson | Comments
C-npastorin Pastorin, Natalis G 1211372006 12M 872006

6. Under the Update the Update the Requests for the ltem

Requests for the Item

section, check the —_—

Select All / Deselect All
Remove box.
C-npastorin Paztorin, E |12‘,.1 22008 | m |12.|'1&‘2006 Comments/Reasen
Natalie
G
Select All / Desslect All

7. Click the Apply [Aeplyehanges|

Changes button.
8. Outside of SATERN:  Communicate with the Requestor to

arrange access to the ltem.
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